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Administrator  - Loads and manages documents, maintains user
accounts

Author (Writer, OPI, PA) – Provides original and updated document
versions to Administrator. Respond to comments provided in RevCom

Coordinator (POC, DPC, TSM, PPC) – Submits the official position of
their organization through the review, edit and consolidation of local
comments.  Assigns reviewers and delegates.

Delegates  - Aides Coordinator in review, edit and consolidation of
local comments.  Recommends comments for inclusion in official
submission.

Subject Matter Expert (SME, Reviewer) – Reviews a document and
enters applicable comments in RevCom.

Monitor – Read-only role views “birds eye” status of all system
documents.

RevCom Roles - GlossaryRevCom Roles - Glossary



Administrator TasksAdministrator Tasks

• Upload and parse documents

• Create and assign users

• Create activities and workflows

• Set due dates

• Generate automatic notifications



Login to RevComLogin to RevCom
Choose your installationChoose your installation

www.revcom.doe.gov



Choose AdministratorChoose Administrator

Click here



Login to RevCom with your unique Username and Password.

If you do not have a Username and Password, contact Client
Services at 505-412-4120

Login to RevCom with your unique Username and Password.

If you do not have a Username and Password, contact Client
Services at 505-412-4120

LoginLogin



MenuMenu

Become very familiar with your RevCom Menus.Become very familiar with your RevCom Menus.



Document ListDocument List

The status of a  document is
identified by icons



IconsIcons
-Needs attention indicates that the set-up is incomplete

-Running activities are currently open in RevCom

-Waiting activities are those where the set up has been
completed, but the open date has been set to automatically
open some day in the future.

-Done indicates activities that have closed.  These activities
can be reopened, but all later activities in the workflow will
need to be adjusted first.

-Clicking on the title of the Workflow Status takes you to the
entire workflow display. Each activity will be marked with one
of the icons above to reflect the status within the workflow.



Create Your OrganizationsCreate Your Organizations
SET-UP

Design a  hierarchical structure for the user accounts (organizations)
in your RevCom installation by creating and choosing parent

organizations.

Create a flat structure or top level account by choosing “None.”

Create new organizations using
Accounts >> Create Organization



Create UsersCreate Users
SET-UP

Create Accounts for:

Administrators
Authors

Coordinators
Monitors

(See ‘RevCom Roles - Glossary’ for clarification)

Accounts >> Create User

Assign new users to an
organization and click “Create”



Activity TemplatesActivity Templates
SET-UP

Design activity templates using

Tools >> Manage Activities

Name your activity.  The “Activity" name will be used at the end
of the complete Version title to identify the version (phase) of
the review process (Workflow) with which we are to associate

the loaded document.

Once an activity template is created, you may edit it, delete it or
use it as a base for a new template.



Activity templates are used
to pre-select settings for an
activity type

•Author/Writer

•Participant List

•Notification Configuration

Activity templates are used
to pre-select settings for an
activity type

•Author/Writer

•Participant List

•Notification Configuration

Describe your Activity
here then click “Save”

Describe your Activity
here then click “Save”

Activity Templates Activity Templates (cont.)(cont.)

SET-UP



Assign a Writer to a TemplateAssign a Writer to a Template
SET-UP

Click on the name of the Writer to assign
that individual to the Activity template.



Select “Response” to create a response
phase for this activity template

Select “Response” to create a response
phase for this activity template

Select the level of
participants for this review

Select the level of
participants for this review

Assign ParticipantsAssign Participants
SET-UP

Click assign to save your selections for this Activity template.  When
you open a new document – even if you choose this activity template
– all of these options can be edited and changed prior to opening the

activity.  Templates are just tools to get you started.

Click assign to save your selections for this Activity template.  When
you open a new document – even if you choose this activity template
– all of these options can be edited and changed prior to opening the

activity.  Templates are just tools to get you started.



•Automatic notifications will go
out when the document is opened

•Choosing “Manual” allows you to
go back at a time of your choosing
to send notifications

•Automatic notifications will go
out when the document is opened

•Choosing “Manual” allows you to
go back at a time of your choosing
to send notifications

Setup NotificationsSetup Notifications
SET-UP



Email text can be configured for your writers
and coordinators by entering text here

Choose “Set As Default” to insert this text in
all subsequent notifications (note: text can

be edited for each document)

Email text can be configured for your writers
and coordinators by entering text here

Choose “Set As Default” to insert this text in
all subsequent notifications (note: text can

be edited for each document)

Once you are finished,
click Apply

Once you are finished,
click Apply

Setup Notifications Setup Notifications (cont.)(cont.)

SET-UP



This activity template has been set up
with author, participants, and email
notifications as indicated by the blue
check marks.  It is now ready to save.

This activity template has been set up
with author, participants, and email
notifications as indicated by the blue
check marks.  It is now ready to save.

Saving Your Activity TemplateSaving Your Activity Template
SET-UP



Create a workflow template by clicking on
Tools >> Manage Workflows

Create a workflow template by clicking on
Tools >> Manage Workflows

Enter a new name for your
workflow template that well

describes the activities that will take
place during the entire review.

Enter a new name for your
workflow template that well

describes the activities that will take
place during the entire review.

Creating a Workflow TemplateCreating a Workflow Template
SET-UP

Once an workflow template is created, you may edit it or delete it.Once an workflow template is created, you may edit it or delete it.



Just like the activity template, you can enter a
description to a workflow template

Click save when you are finished

Just like the activity template, you can enter a
description to a workflow template

Click save when you are finished

Creating a Workflow TemplateCreating a Workflow Template
(cont.)(cont.)

SET-UP

Click the plus sign to assign an activity
template to your workflow template



1) Create a new activity
(enter a new activity name
then click “Create”)  or

1) Create a new activity
(enter a new activity name
then click “Create”)  or

There are two options in defining
an activity for a workflow

There are two options in defining
an activity for a workflow

2) Use a previously defined
activity template (choose
an existing template then
click “Select”)

2) Use a previously defined
activity template (choose
an existing template then
click “Select”)

Save your new Workflow TemplateSave your new Workflow Template

Creating a Workflow TemplateCreating a Workflow Template
(cont.)(cont.)

SET-UP



Both your workflow and activity
templates have been created

Clicking on the activity's name
will display the setup of your
previously created activity

(which can be edited)

Both your workflow and activity
templates have been created

Clicking on the activity's name
will display the setup of your
previously created activity

(which can be edited)

Creating a Workflow TemplateCreating a Workflow Template
(cont.)(cont.)

SET-UP



Click CreateClick Create

Enter the document ID
and title

Enter the document ID
and title

Select a workflow template or choose
“Ad-hoc” to create a new workflow

Select a workflow template or choose
“Ad-hoc” to create a new workflow

To enter a new document version, click Document >> NewTo enter a new document version, click Document >> New

Loading a DocumentLoading a Document



Your document version has
now been created

Click on the first activity name
to continue the upload

process

Your document version has
now been created

Click on the first activity name
to continue the upload

process

Loading a Document Loading a Document (cont.)(cont.)



The checkmarks already present are from the activity template
you selected.  If you did not select an activity template, these

settings can be made at this time. You can also make changes to
any setting pre-defined in a template.

The checkmarks already present are from the activity template
you selected.  If you did not select an activity template, these

settings can be made at this time. You can also make changes to
any setting pre-defined in a template.

The Name of your Version defaults to
the activity name. To re-set the version
name of your document, enter the new

name here and click “Set Name”

The Name of your Version defaults to
the activity name. To re-set the version
name of your document, enter the new

name here and click “Set Name”

Activity StatusActivity Status

Start with
“Upload Draft”
and proceed
down the page
until setup is
complete.

Start with
“Upload Draft”
and proceed
down the page
until setup is
complete.



You may upload a Word or text
version of the document

Browse your local drive to find
your file, then click “submit”

You may upload a Word or text
version of the document

Browse your local drive to find
your file, then click “submit”

Upload the Draft for ReviewUpload the Draft for Review



Parsing the Draft for ReviewParsing the Draft for Review

RevCom’s HTML conversion tool provides parsing options based
on document tags in the original document.  You can work with
your document styles and tags to see what works best for you.

RevCom’s HTML conversion tool provides parsing options based
on document tags in the original document.  You can work with
your document styles and tags to see what works best for you.



Parsing the Draft for Review Parsing the Draft for Review (cont.)(cont.)

Select the styles you set up in your document for major section
headings and click the “sections” arrow to include the style as a

major named Section Heading.

Click the paragraph arrow to create a paragraph break at
defined locations.

Click Apply Styles when complete.



Parsing the Draft for Review Parsing the Draft for Review (cont.)(cont.)

You can also manually choose your document breaks by choosing one of
the icons to the left of each break option.

Insert Section Break
Insert Paragraph Break
Remove Break

Sections will be listed on the left side of the user’s RevCom screen.
Paragraphs will display for each section selected on the right side of the
user’s RevCom screen.  Each paragraph break will display an “Add
Comment” button.

You can also manually choose your document breaks by choosing one of
the icons to the left of each break option.

Insert Section Break
Insert Paragraph Break
Remove Break

Sections will be listed on the left side of the user’s RevCom screen.
Paragraphs will display for each section selected on the right side of the
user’s RevCom screen.  Each paragraph break will display an “Add
Comment” button.



Change the default Section Heading Name by clicking in the field
and Typing the desired name.

After you have completed parsing, click “Save Selections” at the
top and bottom of the parsing screen.

Change the default Section Heading Name by clicking in the field
and Typing the desired name.

After you have completed parsing, click “Save Selections” at the
top and bottom of the parsing screen.

Parsing the Draft for Review Parsing the Draft for Review (cont.)(cont.)



When uploading the original, you can either link to it with a URL
or upload a file from your local drive onto the RevCom server

When uploading the original, you can either link to it with a URL
or upload a file from your local drive onto the RevCom server

The original file is usually the
draft document in an un-parsed,
original format, though it could
be a redline strikeout version

or other version.

The original file is usually the
draft document in an un-parsed,
original format, though it could
be a redline strikeout version

or other version.

Upload OriginalUpload Original



Assign AuthorAssign Author

Click on the name of the Author (if it has
not been pre-defined in your template) to

assign that individual to the Activity.

Changes can be made to template settings
at this time.



Select “Response” to create a response
phase for this activity whereby the
writer responds to each comment

Select “Response” to create a response
phase for this activity whereby the
writer responds to each comment

Select the level of
participants for this review

Select the level of
participants for this review

Assign ParticipantsAssign Participants

Click assign to save your selections for this Activity.Click assign to save your selections for this Activity.



An example of a typical review period is 60 days
30 days for comments and 30 days for responses

An example of a typical review period is 60 days
30 days for comments and 30 days for responses

In this example
RevCom is set to
notify users 3

days before their
local due date

In this example
RevCom is set to
notify users 3

days before their
local due date

The calendar icons can be
used to select dates

The calendar icons can be
used to select dates

In this example 7 days between
each review level in the

organizational hierarchy is set

In this example 7 days between
each review level in the

organizational hierarchy is set

After due dates
are selected click

“Set Dates”

After due dates
are selected click

“Set Dates”

Set Due DatesSet Due Dates



When you are satisfied with due
dates, click “Confirm”

When you are satisfied with due
dates, click “Confirm”

Dates can be changed on
this screen

 Make the necessary
changes and click “Update”

then “Confirm.”

Dates can be changed on
this screen

 Make the necessary
changes and click “Update”

then “Confirm.”

Set Due Dates Set Due Dates (cont.)(cont.)



The  Set Due Dates page also shows the cascading due dates for all
organizations participating in the review

From this screen dates can be changed within the global date range at
the top levels.  Save by pressing “Update” then “Confirm.”

The  Set Due Dates page also shows the cascading due dates for all
organizations participating in the review

From this screen dates can be changed within the global date range at
the top levels.  Save by pressing “Update” then “Confirm.”

Set Due Dates Set Due Dates (cont.)(cont.)



•Automatic notifications will go
out when the document is opened

•Choosing “Manual” allows you to
go back at a time of your choosing
to send notifications

•Automatic notifications will go
out when the document is opened

•Choosing “Manual” allows you to
go back at a time of your choosing
to send notifications

Setup NotificationSetup Notification



Once you are
finished, click

Apply

Once you are
finished, click

Apply

Setup Notification Setup Notification (cont.)(cont.)

Email text can be configured
for your Writers and

Coordinators by entering text
in the text boxes.

Choose “Set As Default” to
insert this text in all

subsequent notifications (note:
text can be edited for any
particular document)



Survey or concurrence  questions can be added to a
document by clicking Sections/Questions.

Warning! Clicking on Upload Draft will force you
to reload and re-parse your draft.

Survey or concurrence  questions can be added to a
document by clicking Sections/Questions.

Warning! Clicking on Upload Draft will force you
to reload and re-parse your draft.

Survey QuestionsSurvey Questions



•Choose the drop-down box to the right of any section
•Select your question type
•Enter your choices – adding more choices by clicking “Add Choice”
• If you want this question to appear in all sections of the document,
click “Copy To All”

•Choose the drop-down box to the right of any section
•Select your question type
•Enter your choices – adding more choices by clicking “Add Choice”
• If you want this question to appear in all sections of the document,
click “Copy To All”

When you have completed your survey questions, click the “Save
Selections” button at the top or bottom of your screen

When you have completed your survey questions, click the “Save
Selections” button at the top or bottom of your screen

There are three different types of questionsThere are three different types of questions

Survey Questions Survey Questions (cont.)(cont.)



Once each of these steps is completed (confirmed by the blue check
marks) you are ready to open the document by clicking “GO”

Once each of these steps is completed (confirmed by the blue check
marks) you are ready to open the document by clicking “GO”

Survey Questions Survey Questions (cont.)(cont.)



Ready To OpenReady To Open

Confirm the open date for your document.  If your document is set
to open on today’s date, then the document will open immediately.

Future open dates will open accordingly.

Click “Yes” and “Submit”

Confirm the open date for your document.  If your document is set
to open on today’s date, then the document will open immediately.

Future open dates will open accordingly.

Click “Yes” and “Submit”



The Document Activity is OpenThe Document Activity is Open

The document has been opened and the
email notifications have gone out



The Document Activity is OpenThe Document Activity is Open
(cont.)(cont.)

In a view of the workflow we see that the document activity “First
Review” is open.

In a view of the workflow we see that the document activity “First
Review” is open.



To add reference materials to a document
first select a document activity via

Document>>Select

 then click on Document >> References

To add reference materials to a document
first select a document activity via

Document>>Select

 then click on Document >> References

Adding ReferencesAdding References



There are two methods of adding reference documents

• Submit a URL to link to a reference document
• Upload a reference document from your local drive using browse

A “Summary” field is available to describe the loaded reference to users.

There are two methods of adding reference documents

• Submit a URL to link to a reference document
• Upload a reference document from your local drive using browse

A “Summary” field is available to describe the loaded reference to users.

Adding References Adding References (cont.)(cont.)



Custom ReportsCustom Reports

A document must be selected  in
order to generate a report

Document>>Select

A document must be selected  in
order to generate a report

Document>>Select

 Generate and print custom (ad hoc)
reports by choosing
Reports>>Custom from the menu.

  Report generation options
include:

•Type of comment
•Organization
•Levels
•Responses
•Sections to display
•Paragraph text

 Generate and print custom (ad hoc)
reports by choosing
Reports>>Custom from the menu.

  Report generation options
include:

•Type of comment
•Organization
•Levels
•Responses
•Sections to display
•Paragraph text



The Document Status report lists
each document in the RevCom
system.  This report reveals:

•Document Title

•Number of accesses to date for
each document

•Number of comments
     Total
     Major Comments
     Suggested Comments

•Workflow status for each
document
     Open for Comment
     Resolution
     Completed
     Cancelled
     Withdrawn
     Final

•Planned and Actual dates the
document entered (or will enter)
each of the workflow states

The Document Status report lists
each document in the RevCom
system.  This report reveals:

•Document Title

•Number of accesses to date for
each document

•Number of comments
     Total
     Major Comments
     Suggested Comments

•Workflow status for each
document
     Open for Comment
     Resolution
     Completed
     Cancelled
     Withdrawn
     Final

•Planned and Actual dates the
document entered (or will enter)
each of the workflow states

Custom Reports Custom Reports (cont.)(cont.)



The Planner report shows a
schedule of recent past,
current, and near future
document reviews with a

three-, six-, nine- and twelve-
month Gantt chart view.

The Planner report shows a
schedule of recent past,
current, and near future
document reviews with a

three-, six-, nine- and twelve-
month Gantt chart view.

PlannerPlanner



Version >> Cancel cancels a document version
and places it in the “Done” state

Version >> Cancel cancels a document version
and places it in the “Done” state

Cancel DocumentCancel Document



Document >> Properties enables modification of the
document ID or title

Document >> Properties enables modification of the
document ID or title

Document PropertiesDocument Properties



Questions?Questions?

support@doxcelerate.com

(505) 412-4120

Rev. 8-08-08


